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What does a GREAT Resume do for me?
· Convinces an employer to grant you an interview – you’ll stand out as a superior candidate

· Advertises your skills, abilities, interests and qualifications specific to the position you are applying for

How can I create an EXCELLENT Resume?

Make sure it’s easy to read:

· An employer will likely spend 1 minute or less on your resume: if it’s difficult to see or understand, they’ll stop reading it.

· DO NOT put it on brightly coloured paper
· keep it light by using white, cream or beige resume paper 
· (Remember employers often fax resumes to the hiring manager: colour paper when faxed becomes a black sheet of paper)

Use the most noticeable sections of a Resume:
· Studies show that the top half of the first page and the left hand side are the most

      important areas.  You read from left to right.

· Use standard bullets to highlight your achievements
Target your Resume for the specific job:                            
· Customize your resume for each specific job you apply for
· If you apply for a cook position, mention that you like cooking
Length of a Resume:

· No longer than 2 pages – this does not include the reference page
· Include your name and phone number on each page
Format of a Resume:

· Type your resume in a Microsoft Word document in case you need to email it
· Don’t use WordPad or WordPerfect: most companies use Microsoft Word
Font:

· Size 12 font for your resume
· Size 14 bold font for your name
· Use Geneva, Arial or Times New Roman
Content:

· Use appropriate language
· No slang: use “children” instead of “kids”
· Use job-specific terminology (words)
Check Grammar and Spelling:

· Use the Canadian or British spelling of words, not the American spelling 

· Canadian: colour, honour, centre. American: color, honor, center

· You may be overlooked for a job if your spelling or grammar are poor

 Proofread, Proofread, And Proofread!!!

· You absolutely MUST proofread your resume several times
· Get friends, parents and teachers to proofread 
· Take your final copy to the career centre for proofreading before giving it to a potential employer
· You CANNOT have any grammar or spelling mistakes 


Name (14 Font)

Address (Street and Avenue in full) (12 Font)
City, BC (leave 2 spaces) Postal Code (capital letters)

Telephone number (and Cell phone number) (No brackets around area code)
E-mail address   (Employers use- make sure it is appropriate)
Objective: (BOLD the titles)- 12 Font
To obtain a work experience which will give me the opportunity to develop and further my skills for the workplace. 
Education:




L.A. Matheson Secondary School




Currently enrolled in Grade 11   - _______ Co-op Program




Graduate June 20​​​​__




Honour Roll student (if currently on Honour Roll).

P.E. Leadership / Mentor Program

Attributes and Skills:

· Languages – English, French, Spanish and Punjabi
· Computer skills: Word, Desktop Publishing and Internet

· St. John Ambulance First Aid - certified

· Peer Counselling at L.A. Matheson Secondary School 

· WorldHost (BC Ministry of Tourism) – certified

· Canadian Red Cross Babysitting course - certified

· Enjoy working and interacting with people

· WPM ? (Put this on your resume if your typing  speed is higher than 60 WPM)

· Drivers License  (Do not put down your number)

Awards: 



· Student Council, L.A. Matheson Secondary 
· Most Valuable Player, Surrey Baseball Association  
· Student of the Week, L.A. Matheson Secondary
Work Experience:  (You received money for working)                               

Feb. 2002 -

Sport Chek Sporting Goods Store

Sept. 1998
Duties:  Sales Representive

• Priced new items, shipped and received product

First and last name






             Telephone Number/E-mail
Volunteer Work Experience: (work you did but did not receive money)
2004-present

 Animals and Birds Care Home



Surrey


 Caretaker of young birds
· Feeding various birds, cleaning cages and maintaining health.

April – May 2002
R.C.M.P. Surrey Detachment




Work Experience Placement in _________Co-op

· Assisted the general public, completed paperwork, answered phone calls and assisted in filing reports.

Hobbies and Interests:

· Playing hockey and badminton

· Member of the Canada Shotokan Karate Club

· Reading books and listening to music

· Drawing art work

References:

Name

Company




Telephone Number



Position

Name

L.A. Matheson Secondary School 

604.588-3418

Teacher (example: English Teacher or English Department Head)

IF REFERENCES ARE ON A SEPARATE PAGE BY THEM SELVES, USE THE FOLLOWING FORMAT.
Name

Position

Company

Telephone number

Name

Position

Company

Telephone number

Remember:

· to use Mr., Mrs., or Ms. before the name

· always try and have three references

Do not staple resume

Remember: The employer doesn’t know ANYTHING about you, so you have to make yourself sound wonderful!!!

Able to work alone

Academically inclined

Accurate

Active

Adaptable

Adept

Alert

Ambitious

Amiable

Analytical

Articulate

Artistic

Broad-minded

Businesslike

Calm

Careful

Cheerful

Clear-thinking

Clever

Compassionate

Competent

Competitive

Confident

Congenial

Conscientious

Considerate

Consistent

Cooperative

Cope well with pressure

Courageous

Creative

Curious

Daring

Decisive

Dedicated

Deliberate

Dependable

Determined

Diplomatic

Discreet

Dynamic

Eager

Easygoing

Efficient

Emotionally stable

Encouraging

Energetic

Enjoy challenges

Enterprising

Enthusiastic

Exceptional

Fair-minded

Farsighted

Firm

Flexible

Formal

Friendly

Gentle

Get along well w/others

Good natured

Hard-working

Healthy

Helpful

Honest

Imaginative

Independent

Industrious

Innovative

Intellectual

Intelligent

Inventive

Kind

Likable

Mature 

Methodical

Meticulous

Moderate

Neat and tidy

Obliging

Open to new ideas

Optimistic

Organized

Original

Patient

People oriented

Perceptive

Persevering

Pioneering

Pleasant

Poised

Polite

Punctual

Quick learner

Rational

Reflective

Resourceful

Responsive

Self-confident

Self-controlled

Sensible

Serious

Sincere

Sociable

Stable

Steady

Strong

Successful

Sympathetic

Tactful

Talented

Talkative

Teachable

Tenacious

Thorough

Thrifty

Tolerant

Trusting

Trustworthy

Unassuming

Understandable

Unexcitable

Unique

Verbal

Versatile

Vigorous

Warm

Well-organized

Work well alone

K. Dalgetty
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